CITY OF ATLANTA

SUITE 1900
Kasim Reed 55 TRINITY AVENUE, SW DEPARTMENT OF PROCUREMENT
Mayor ATLANTA, GA 30303 Adam L. Smith, Esq., CPPO, CPPB, CPPM, CPP
(404) 330-6204 Fax: (404) 658-7705 Chief Procurement Officer
Internet Home Page: www.atlantaga.gov asmith@atlantaca.goy

January 13, 2015

Dear Potential Bidders:
Re: FC-7880, Temporary Staffing Services

Attached is one (1) copy of Addendum Number 1, which is hereby made a part of the
above-referenced project.

For additional information, please contact Mr. Mano A. Smith, CPPO, CPPB, Contract
Administrator, at (404) 330-6351, by fax at (404)-658-7705 or by email at
mosmith@atlantaga.gov.

Sincerely,

2 S

Adam L. Smith

ALS/mas

cc: Ms. Amy Phuong
Mr. Doug Voss
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ADDENDUM NO. 1

This Addendum No. 1 forms a part of the Invitation to Bid and modifies the original solicitation
package and any prior Addenda as noted below and is issued to incorporate the following:

The bid due date has changed as noted below:

REVISED BID DUE DATE: Monday, January 19, 2015

Responses to Questions

Attachment I - Job Descriptions

The last day for questions was Thursday, January 8, 2015 at 3:00 p.m.

Addendum No. 1 for FC-7880, Temporary Staffing Services is available for pick-up in the
Plan Room: City Hall, 55 Trinity Avenue, Suite 1900.

Bids are due on Monday, January 19, 2015, and should be time stamped in no later than 2
p-m. and delivered to the address listed below:

Adam L. Smith, Esq., CPPO, CPPB, CPPM, CPP
Chief Procurement Officer
Department of Procurement
55 Trinity Avenue, S. W.

City Hall South, Suite 1900
Atlanta, Georgia 30303

**All other pertinent information is to remain unchanged**
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Acknowledgment of Addendum No. 1

Bidders must sign below and retuni this form with bid to the Department of Procurement, 55
Trinity Avenue, City Hall South, Suite 1900, Atlanta, Georgia 30303 as acknowledgment of
receipt of this Addendum.

This is to acknowledge receipt of FC-7880, Temporary Staffing Services on this the
day of , 2015.

Legal Company Name of Bidder

Signature of Authorized Representative

Printed Name

Title

Date



Responses to Questions




FC-7880, Temporary Staffing Services

Questions

1. Is it possible to extend the bid bonds date or the 2/14/2015 bid deadline? If a
cash bond is submitted, how long is it held in escrow? What would be the rate of
interest paid on the bid bond?

A bid guarantee is a required submission with your bid. The bid due date has
been extended to Monday, January 19, 2015. The bid guarantee will be held by
‘the City until a contract has been fully executed with the awarded bidder. The
City does not pay interest on a bid guarantee.

2. Drug Test are required, what type of test are required, urine, hair or something
else?

5 panel urine testing will be required.
3. Could alcohol testing be required for drivers?
Drug and alcohol testing will be required.

4. If our bid is accepted, what happens to the 5% bid bond that we send you?

See response to Question 1.

5. Can we get a copy of the contract signed last year with whatever temp
service? Specifically we're interested in the rates section to see what they
planned/had quoted, to give us a general idea of where our bid could/should
realistically fall.

This is the first time that the City has issued this contracting opportunity.

6. We normally don’t provide CDL drivers because of the high risk (insurance wise)
associated with it, so can I get a better idea of what the CDL drivers would be
doing? And if we’re unable to provide CDL drivers, does that make us ineligible
for winning this contract?
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CDL drivers will operate vehicle for which their CDL endorsement allows (this
includes but is not limited to rear loaders, dump trucks, and sweeper trucks).
Bidders must submit a bid amount for all requested line items.

7. Section 8.1 of the solicitation states that Each bidder is required to furnish a Bid
Guarantee in the amount of five percent (5%) of its total bid amount. At what
point in the process is the guarantee supposed to be tendered?

See response to Question 1.

8. Are there seasonal peaks of usage? What time frames?

Usage remains fairly consistent during the mowing season (April through
October).

9. What is this department’s overall operating budget for staffing?

Budget has not been finalized.

10. What are your current pay rates for the positions identified?
Current pay rates range between $10 and $17 per hour.
11. Are there multiples shifts or is there just one shift?
Generally there is one shift. Shift includes weekend and holidays.
12. What are the shift hours?

Shift will generally fall within the hours of 7 am and 5:30 pm.

13. Will you be selecting one supplier or multiple suppliers?

The City reserves the right to make a single or multiple awards.

14. What is your selection criteria? Ie., are you just going with the lowest bidder or
are there other variables in the selection process? If so, how will those variables
be weighted?

An award will be made to the most responsive and responsible bidder.
15. Will this contract be awarded for just one season or for multiple seasons?

The contract will be for one (1) year with a one (1) year renewal option at the
sole discretion of the City.
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16. Is there anything I need to do in order to submit a bid for these services?

Question is vague. There are not any prequalification requirements. Bidder
must submit a responsive and responsible bid.

17. Does the successful contractor need to provide all staffing descriptions listed? In
particular, the seasonal tree trimmer position will be most troublesome as most
work comp underwriters avoid these very risky job descriptions.

Yes.
18. Can I get a copy of the previous bid results?
See response to Question 5.

19. Georgia Utility License Number and Georgia Contractor's License Number has
been asked in this requirement. My question is that is it compulsory to have
“Georgia Utility License Number and Georgia Contractor's License Number” in
order to submit this requirement?

A Georgia Utility License Number and Georgia Contractor's License Number
are not applicable to this procurement.

20.] wanted to know if we turned in the Local Bidder Application now and are
approved prior to the City making a decision on Award for Invitation to Bid FC-
7880, Temporary Staffing Services, would this be acceptable?

Bidder must be certified as a local bidder by the City of Atlanta Department of
Procurement at the time of bid submission.

21. If we are not Certified as a Local Bidder, can we still submit a bid response to
Invitation to Bid FC-7880, Temporary Staffing Services?

Yes.

22 If we have a business location that is within the 10 Listed Counties and have
serviced a City of Atlanta Contract for the past year and have been renewed for an
additional year, would this suffice as being qualified as a Local Bidder?

See response to Question 20.

23. I wanted to know if there is an existing contract and if so would I have to request
and Open Records for the Contractor’s Name, Contract Amount and Number of
Temporary Employees currently being utilized under the current Contract?
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See response to Question 5.

24.1s there an incumbent vendor? If yes, please provide name of vendor and how
long they have held the existing contract.

See response to Question 5.

25. What are the current vendor(s) prices for services provided. Please describe in
detail including wage scales.

See response to Question 5.
26.1s an on-site management opportunity available for this contract?
The City will consider this request.

27. Provide a detailed job description for each temporary job classification? Do any
temporary staff drive their own cars or city vehicles to perform services?

See Attachment No. 1.

28.1s there heavy lifting involved in the job duties performed by temporary staff?
See Attachment No. 1.

29. Will the city refer any candidates for placement on the project?
Yes.

30.What type of information do you expect on required reports?

The awarded bidder will be required to provide report information regarding
temporary staffing positions that have not been filled. Provide detailed staffing
reports on Net 30 reimbursement cycle to include: name of employee, start and
anticipated end dates, billing rates classification, total regular hours worked,
total overtime hours worked, and total amount invoiced.

31. Will the city provide any training for any positions?
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Yes, the City will hold mandatory training and an orientation session for
temporary staff.

32.Will the city provide uniforms and equipment to perform certain tasks (tree
trimmers, lawn mowers, tools, etc)?

Yes, the City will provide a t-shirt and hat as well as the equipment needed to
perform their required duties.

33.In 2015 the Affordable Care Act requires for all businesses to provide insurance?
Does the city have a specific level of health premiums that you will approve for
each assigned temporary for this project? If yes, please clarify levels of coverage.

The awarded bidder will responsible for adherence to the Affordable Care Act.

34.The cost of Surety/Performance Bonds and Bid Guarantees are expensive for
small businesses? Can you waive the Bid Guarantee or Surety Bonds for
Small Businesses? Bid Bonds/Guarantees are not usually required for
temporary staffing services. In the alternative, can you waive the requirement of
the bond or guarantee until after contract award and prior to contract
implementation?

No.
35. Do you expect temporary staff to be paid weekly, bi-weekly, monthly?
Determination to be made by the awarded bidder.

36.How many vendors will be awarded contracts?
See response to Question 13.

37. What is the City’s maximum budget for this contract opportunity?
Budget has not been finalized.

38.Will the City provide advanced payments to cover health benefits for temporary
staff? Please note that our firm pays health premiums one month in advance of
coverage.

No.
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39.How soon will the City pay invoices for services? Can the City provide prompt
payment to Small businesses within ten (10) days from receipt of invoices.

The City’s standard payment term is Net 30. Net 30 payment terms will be
applied to this contract.

40.What is the length of the contract?

See response to Question 15.

41. What is the workers compensation code for each job classification?
The workers compensation code is 9102.

42.Will you indemnify the vendor against lawsuits associated with services provided
by temporary staff working outside on public property?

The City will not indemnify.

43.Will you pay for the cost to defend the City in any litigation associated with
vendor administration of this contract?

The City will not pay for vendor litigation costs.

44.Who will supervise and manage temporary staff?

The park district supervisors will be responsible for management of the
temporary staff.

45. Can the City approve a bi-weekly invoice process?
Invoice submission will be at the awarded bidder’s discretion.

46.Can the City approve electronic billing and payment procedures to support Green
Initiatives?

The awarded bidder may submit invoices electronically. The City currently has
an electronic payment procedure that can be utilized.

47.0n Form 5 who are the individuals needing to sign in the left part of the
document under Corporate Respondent? Particularly on the line where it says
"By".

An authorized representative of the company.
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Attachment I

JOB DESCRIPTIONS
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@mpgam Tree Trimmer  sacrous
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Create Requisition.  Printable View

JobCode:
External Market Title:
Divisions:

EEQ. Job Category:

lisition Template Information

IN1S04;

Tree Trimmer

{3). Technicians:

Requisition:Approvers:

\pprovers: =

Offer-Approvers:

 Deseription.

Description:

The:puspose: of this JOb isito provrde expertrse in prunmg 1rees
and shriibs; and removing-dead limbs of trees oh:Pdiks and
Recreation regulated areas.

EXANMPLES OF RESPONSIBILITIES & DUTIES;

» Operates and maintagins various equipment.and todls which;

aresused-for dax!y free-work ‘projects: .
» Evaluateswvark site to determine the safést: met odfor
completing the-assignmert, follows all safety precautions:

—necessary-inoperatingequipmentand-climbing-treesyand
takes intd:consideration such'hazards-as:electrical wires, or
hioUsés, cafs,:and:neople Which.could be'tiafmied.

* Somie knowledge of:climbing fora freé rescut ifi case of life
ihreatenmg srtuafmn:

hitps://clrthe:taleo net/CH16/ats/joblibrary/Requisition Template View jspPact=view&id=1,..

+ Usesasrial lift
removing of-chippinig Gt limbs, and loads:débris.orito-city
'vehlcle for removal;

.24 hour'éall gt.all times in cage of: emergency

'tnrn trees cleans debrrs from work srte by

171212015
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g Receives, and verifies vehicle raintenance: log designed to.
monitorfuel and oil censumption, eic., and forwards to.
SUp&rvisor. '

[resource management and ﬂnancral pra ce
‘procedures;as necessary in the: completr

=Préparestime-sheet-for-payroli-and-delivers-to:supervisor:

MINIM UM QUALIFICATIONS:

High:schaol dlploma or'GED required, with six-mofiths tree
frimiring expenence oranyiequivalent: combination of education,.
training, and experience which provides thé reqisite knowlédge,
skillg,‘and abilities for this, Job Expérience must include climbing
trees. Must: possessa valid. Georgla Commercial Driver's License
(cbLy.

KNOWLEDGE. OF JOB:
iHa'é eXlenér\'/e'knowredge of t'he pri'nc‘ip‘les prac’tices' ‘and

rjbl_icies-,\ahd:
n-of daily
iresponsrbmnes sable 10 fo!low polrcaes procedures plans and

regu!atrons pertainmg fo. the specrﬂ: dutres and responsrbrlrlres of
the JOb Knows how to keep abreast of any changes iy pohcy,
. : i

_y ) I nd interas ‘ management
emplcyees ‘members of the' general public-and all other groups
involved in the activities of the City ds they réfaté’to the
department. s.able to.assenible rnformatton Has'g od tachnical
skills: Has:the ability 1o follow regulations, procedures, and
related information. s:able to-fead drid understand reports-and;
related materials.

ADA; REQ UIREMENTS:

+ Must:bg physically able to‘operate a variety-of job rélated
mactiines and office-equipment. Must be.able:to move or-carry-

relatedtobjects o materials. Physical démand requirernents

aret iev”e'l's%of those for active work:

“ Requrresibe::abrlrtyfto A
exchangs professional i
» May require he'aﬁihty?tb read a’varie'ty of professional;

_fechnicaf and: admrmstratlve documentatron 'drrectrons
instructions, metf 25, Ma 1 {0
produce: reports with proper format ‘purictuation 'spell,[ng':end'
‘gramimar,.using all parts:of s_p,eech. Requires the ability to:
communicate:with and before others;using-correct English.
Requiires:the ability'lo [éafn and understand:subject fztter
prificiplestand technigues; foimake independent judgments in

https://ch.tbeitaleo:net/CHI 6/ats/oblibrary/Requisition Template View jsp?act=view&id=1...  1/12/2015
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absence'of supervision within the scope.of respective job
duties and 1asks; to-agquire and be-able to gxpourid on
knowledge'of topics ‘re:iat‘ed te primary occupation .

< Wiay eguire the ability to utilize athematical formolds; add
and subtract; multiply and divide totals; determing
percentages: determine fime and weight; and interpret same
as may be‘appropriate.

- Requires the ability o inspect items for proper length, width,
and shape:

+ Requires lhe ability to-ufilize job.related equipment in the
tespect ive primary duties:

+ Requires the'ability to differentiate colors and shadeés of color,

- Redquires the.ability to inferact w ith people-(i.e. staff,

the/receiving instructions. Must be adaptable to performing
under-minimal:stress whien confronted with an emergency..

=

& Set Candidate Hired Dale fo Today's Date

i Decrement Number.of epenings by 1

b

E-Mail Non-Hired Gahdidates:on:0:openings
Change Status of Non-Hired Candidates on O:openings

‘Ch_ang-e' Stam s.of Posting on 0-openinds

LastUpdated: 11/20/143:20 1D 1368
PM

“AddedtoSysiem: 11/20/14.3:20.
PM

hitps://chitbe taleoiet/CH1 6/ats/joblibrary/RequisitionTemplateView jsplact=view&id=1... 1712/2015
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Requisition Template: StoreKeeper

Reguisifion Template Information
JobCode: AD090
External Market Tifle; -StoreKeeper.
" Divisions:

EEO Job:Categoy: (5) Administrative Support Workers:

Owners; Approvers:

‘Requisition Approvers! Offer Approvers:

Deseription

Descriptiori: General’ Descrxptton and Classification Sfandards
Receives; stores and isstes supphes arid equ:pment foran assxgned department
Duties include, bt areifict

lirnited to: stocking
answering thetele
operatm equrpme

ipplies; preparing and receiving Teports; Isstiing supplies;

nd updating inventory via computersystem (MAXIMO).

Work meihods and ass@nment restits are fypically reviewed by amore’experienced
prof sronal

in & me[y manner o o » '
--------------------- - Maintains neatiand orderlystorérdoms.tepromote efficient. sfock:moverent and.

Prepares items for shrppmg agrequired, Issues tools and supphes 16 zuthorizsd
personnelas: necessary )

Researches inVoice costreceived from finance:department or véndoiénd prepares.
costof inveniory, items:
Directs-distribution of goods to appropriate destination: by checkmg acqursrtlcns and
routing:goods-forséme.

Conducts inventories:and orders stock requisitions: by physncally accountmg far
equipment;and. supplies on hand.

Keeps records:of purchase itemis’ researchas invojce costs, Approves jpurchase:of
stock and supplies; such as.

151 9.
Uses: mdependent judgment.in:non- routme sjtuations. Follows: standardrzed
--procedures and wntlen mstructuons s

Leadership Provrded
None: IVIay overseedemporary orcontractworkers asneeded

Knnwlpdnp “-’.lnlle }2.

opérate'd
_Sk e

thrrvlumb Qpalchatlons :EducatlonyandExpenence

https://chitbe.taleo:net/ CH16/ats/oblibrary/Requisition Template Vie Nd=10&act=win... 1/12/2015
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High-schoal diploma or General Equivaleney Diploma {(GEDY
6:months.of clerical; stocking, storekeeping bpéfations or related expetierice
fequired;.or any gquivalent
“These are lypica ésponssblllites for this position and should fiot be construed’as
exclusive. or allindusive. May.. perform otherduties.as. assigned
combination of training and eXperiencewhich provides the reqiisite knowledge
skills and abllmes or’ th:s;ob

Hefre } on & Experlence
High B¢ ool dxploma or General Equrvalency Diploma; (GED) and 1-3 years"of
stcrekeepmg operations
expefience prefeired

Licensures:and Certifications

Position would be expected ta have-licensure of prafess;onal certifications
appropriate te:thé position:

Reguired:

Valid Georgia drivers license

Active Hire Controls:

W#  SetCandidate Hired Date to Today's Date’

L Decrement Number of dpenings by 1
k A E:Mail Non:Hired Candidates.on 0 openings
o Change Status.of Non-Hired Candidates:on.0 openings-
s@' -Cha_nge{S"_tatus-ofiPos"ting‘ on:0 openings
| Tracking:
LastUpdated: 2/24/14:4:59 P 0 40

Added toSystem: 11/26/13.10:05 AM

Copyright 280022015 Talea Corpbration. Al rights feservsd, Piivedy £ Ssturity | TemisonlUse:
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Help-

Page 1 of 4

Logout

Reguisitions

EMpI6yEes

Reports

B

Requisition T

Jo List

i Fois ad

Template: Electrician, Senior

f

Create Requisition

Printable View

‘emplai
JobCode:,
External Market Title:

Divisions:

EEO Job Category:

IN1712

Electrician, Senior

{3) Technicians

Requisition Approvers:

Offer Approvers:

Description:

Genetal Description and Classification ;St'a.h d'a rds

i8-highly-skilled-rmaintenancer-instaliation; repair
and trouble

trical work in a number of areas including:

ing work involved with electrical systems,

runways taxMa s_,:and sec;urlty gates Apphes techmcal
3 neiples:

'p' who demonstrate the necessa, kne‘ edgé'
."erformance Cou!d be the onl"

Lo .
uyvunuuy |H G

specialized wiork team.

Supervision Received.

https://chitbe.taleo.net/CH1 6/ats/3 oblibr axy/Requmtlon’l‘emplaie'\hew Jsp?act"“wew&ld—

1/12/2015
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Works under very general supervision. May work.
independently orwith other skilled or senii-skilled workers
with responsibility for completion of assigned tasks.

Esserntial-Duties & Responsibilities —Thesedretypicat
resporisibilities-fér this'position énid should nol'be construed &s extiusive
orall inclusive. May perform other duties as assigned..

Maintains streetlights and traffic:signals; trouble shoots'to
identify problems and repairs.as needed.

Installs, services and repairs lighting fixtures, electrical
panels; outlets:and wiring. Operates power hand tools:and
otherspecialized electrical equipment.

Installs, repairs and services specialized electfical
‘equnpment ‘and machnnery Constructs-and mamtams
service- equrpment Reads-electrical CI!’CUI’[ d:agrams

Regquisitions material and supplies:from stockroom; calls
vendors to discuss needs for parts and supplies, and
Tecomrnends purchases and suppliers.

Transfers primary power. from orie powersource to

ancthér. Sets poles, strings overhead liiesand does
overhead line maintenance.

Occasronal!y supervtses other regular employees; duties
include assigning and reviewing work.

Decision Making

Selects from-multiple procedures and methods to
accomplish tasks. May make purchasing-or respurce
-allocation decisions within prganizatien guidelines.

Leadership Provided

Routxnely provides work group leadership, guidance,
-andlor training to less:experienced staff,

‘Knowledge, Skills: & Abilities Thisis a partialiisting of

Tetessaty nowledge; skils and abilitiesrequired to perorin the job
suceessiully. Itis notan exhaustive st

knowledge of methods and practnces xollow d m the

knowle o ’Qe of safety precauhons to be observed in the

maintenance:and metal!ahnn of plectronlc and mprhamral hid:
equipment. T

Skill in. operatmg basic hand, hydraulic, and pneumatnc
tools; skill in‘eommuniicating: eﬁ‘ectwvely verbally and in
‘writing.

‘https://chtbe.taleo.net/CHL6/ats/joblibrary/RequisitionTemplateView.jspPact=view&id=5.... 1/12/2015
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Ability to operate-and use required tools.and equipment
skillfully: and safely; ability to assemble, install, maintain,
and repair electrical apparatuses; ablhty to-make rough:
sketches; -ability to estimate cost; time and materials of-

electrical work; ability-toanalyze and respond sately and
appropriately. to emergency situations; ability to perform
prevertive maintenance-on.switch gears:and transformers;
ability to read-and comprehend plans and bldeprints as
appropriate to the electrical trade; ability to perform heavy.
physucal fabor; ability to train.and dxrect the work of other
classified staff in the area; ability to follow &nd give oral
and written instructions; ability to maintain cooperatwe
working relationships.

Minimum Qualifications — Education and Experience.

Comipletion 6f Technical or Vocatidnal gourse of study,
Electricity. and/or Welding or similar area. |

5 years' of related -electrical experience in ‘g commeicial,,
industrial, or facilities.operations setfing:. :

Preferred Education & Experience

Completion of Technical or Vocational course:of study
_;Electrlc;ty and/or Weldlng or similar area and; 8years' of
related electrical: experfencein a commercial, industrial, or
facilities operations: setlting.

Licersures and Certifications

State of Georgia Electrician Certificate required. Valid
State-of Georgia Driver's License reguired.

Essential Capabilities and Work Environment

Required physigal, Jifling, and sehsoly capabiliies aré fequirementsito
spéitform the'job sticcessiully. Typical ehvirofmental-conditions éssbeiated
withjob.. '

F ,'s, Date -

- Decrement Number of:openmgs by 1

t;:f ‘E:Mail Non-Hired Candidates:on 0:openings
% Change:Status of Non-Hired Candidates on 0'openings
........... ” W T Chiingé Status O fPostmg on 00 p emngs i

htips://ch.te taleo:net/CH16/ats/joblibrary/RequisitionTemplate View.jsp?act=view&id=5... 1/12/2015
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Healp:= Logout -

Requisitions | Eriployess 1 Reports

A

_] Requisition Template: Office Support

Create eqmsmon ’:Pﬁhtefbl’e”’\/iévv

JobCoder ADG726

External Market Title: Office Support Assistant; Senior.

Divisions:

EED Job Category {5} Administrative Support Workers:

Requisition Approvers: DOffer Approvers:

iR o e

‘Descriplion:

Generdl Description and ‘Classification Standards

Performs. general admlmstratlve and clencal duttes [k
support'ofthe department director or, coerdmetor ‘within

an.ass ned denarrment Duhes mciude,,but are, not limited

telephone“and greetmg vnsutors

’Sug,erv?is’ion: Receiveéd’

sequence and. pace _..,hm proc:ess/department limitations.

Essential Duties:& Responsibilities Thesezaretypical
responsibilities for-this position;and. should not be construed as-exclusive,
or.allinclusive: May perfofin othér dutied.as assighed,

hittpsi//chitbetaleo net/CH16/ats/joblibrary/Requisition Template View.jspRact=viewsid=3... 1/12/2015
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Performs receptionist, general administrative and clefical
duties; Opens sort and distributes incoming mail: prepares

and depasits outqomq mail..

Staffs-the office at all times unless otherwise directed:,
substitutes-force-workers in temporary absence. of’
same. Maintains office supplies, inventory, and.orders
items: for restocking.

Handles:routine requests for information, records and
other resources d:rectly, relieving superwsar
of administrative détails; - provides clerical suppert for the
divisiofy,

Receives, reviews, routes and/or processes: various
forms, requests and.reports, files, records:and
documents from the.public:and/or other departments.

Researches:and locates. records using Computer system
‘armanually; resolves; probleris in searching:
rnd recover ng lost, missing a@nd/or any other particular
reportorfile.

Attends meetmgs semmars and trammg Sessions as,

departmental'operéhénsn to promote improved job-
-performance and to stay currefit with changing
‘state/municipal policies, ‘codes and laws.

Decision Making

Uses independent jidgment inrouting situatiorss;

Leadership Provided

Provides.guidance:and training as required-to lower level,
interns, temporary employees, etc.

Knowledge, Skills & Abilities THis is @ partiallisting of
necessary‘kno_wledge- skills, -and abilffies required’to; perform the-job.

SUCCESSTUNy: I IS Hor &M BROEUSvE ST

' administrative procedures:and methods as
: ange-ofduties: :

Skillin sommunicating with supervisors, staff members:
and the general public.

Abllityto compzle orgarnize, prepare arid- mamtam an

""" R T : - -assoriment:of records:and reports.

High schoal diploma or General Equivalency: Dlploma
{GED).

hitps://ch tbe:taleomet/CH1 6/4ts/joblibrary/RequisitionTeimplateView, jsp?act=view&id=3... 1/12/2015
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1 year of clerical experience required; or any equivalent
combination of education, training and experience
which provides the requisite knowledge, skills and abilities
for this job. Applicants must pass a written, clerical test.

Preferred Educa_tion & Experience

Associates degree in business administration or related
area and 2-3 years' of experience in
progressively responsible clerical role preferred.

Licensures and Certifications

None required.

Essential Capabilities and Work Environment

Required physical, lifting, and sensory capabilities are requirements fo
perform the job successfully. Typical environmental conditions associated
with job.

fire Contrors:

k8 Set Candidate Hired Date to Today's Date

@# Decrement Number of openings by 1

#  E-Mail Non-Hired Candidates on 0 openings

LY Change Status of Non-Hired Candidates on 0 openings
w#  Change Status of Posting on 0 openings

SN SET LF: EE R R TP P PEE P TR ‘....-At»a.st .Upd.a.ted:.n‘.alaj.l 4..1.1 :‘264..4” iD' J"‘
AM

Added to System: 2/3/14 11:13
AM

Create Requisition Printable View

SRR NS -
”ﬁ'euﬂ”ts Attech-Aecount-i—hew-Account

No accounts have been associated with this requisition.

ontacts . ‘Attach Contact | ‘New Contact

No contacts created
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Help :

Page 1 of 3

Logout

i
% i Requisitions J Employees j Reporis

_ - Requisition Template: Construction /

Mazintenance Worker Seasonal Back To List

Create Requisition  Printable View

Requisition Template Information
JobCode: PT0140

External Market Title: Construction / Maintenance Worker Seasonal
Divisions:

EEO Job Category: (6) Craft Workers

‘Owners, Approvers:

Requisition Approvers: Offer Approvers:

“UDescription
Description!  General Description and Classification Standards

maintenance projects for assigned depariment.

Performs general grounds keeping and assists in construction or

Stpervision Recgived
Works under direct supervision and follows standardized
procedures and written instructions to accomplish
assigned tasks,

Essential Duties & Responsibilities

employees in construction or maintenance
projects.

carpentry, painting and masonry to maintain
facilities.
Maintains equipment and supplies.

Decision Making

accomplish assigned tasks.
Leadership Provided

None

Knowledge, Skills & Abilities

saw, screwdrivers.

Performs general grounds keeping and assists more seasoned

Assists in minor repairs of interior/exterior maintenance such as

~Niay utilize carpentry; masonry; paintingtoots-and-hand tools:

Follows siandardized procedures and written instructions to

Basic knowledge of the proper use of hand tools e.g. hammer,

https://ch.tbe.taleo.net/CH16/ats/joblibrary/RequisitionTemplate View. jsp?act=view&id=5... 1/12/2015
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Basic knowledge -of the safe-operation of grounds l<eeplng
equipmente.g. Lawnmowers, weed trimmiers; edger
blower:

Ability to. read and-write:

Ability to follow all safety rules and regulatlons felated o
equipment:and: tools in use:

Minimum Qualifications— Education.ahd Experience

ngh school dlploma or‘General Equivalency Diploma (GED)
Sonie expetience related to the dutles of the position,

Preferred Education & Experiehce

ngh school diploma or'General Equivalency Diploma (GED) and
1year of experienice in.construction or,

matntenance.

sl
w# Decrement Number of operiings by:1

€88

v ‘Set Candidate Hired Date to Today's Date:

E-Mail Nori-Hifed:Carididates 6ni 0 openitigs
Chiange Status of Non-Hired Gandidates 6 0 openings

Change Status:of Posting on‘0 openings

Last Updated:.

Added to System:

2/26114-5:28 ID: 5
PM

14425113 1:27-

PN

. Create Requisitlbn Printable’ Vlew

Aliach Account |

Mew-Account

1 No-accourits Fave been associated with-this requisition,

Dttps://ch. tbe taleo.net/CH 16/ats/joblibiary/RequisitionTemplateView:jspact=viewdid=5...
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Page 1 of 3

Help -
Requisitions ]

| . f
l Employees i ReportsJ
{ l A

Logout

Reguisition Template: Equipment Operator
Seasonal

Back To List

Create Requisition  Printable View

Requisition Template Information

JobCode:

External Market Title: Equipment Operator Seasonal
Divisions:
EEQ Job Category: Para-professionals
A

‘Owners, ‘Approvers:

Requisition Approvers:

Offer Approvers:

TDescripion |

Description:

General Description and Classification Standards

Operates basic grounds kKéepiig equipment (6 mamiain
attractive, safe and groomed appearance.,

Supervision Received

Works under direct supervision and follows standardized
procedures and written instructions to

accomplish assigned tasks.

....Essential Duties & Responsibilities  These are tvpical..

responsibilities for this position and should not be conslrued as exclusive
or all inclusive. May perform other duties as assigned.

Operates basic grounds keeping equipment to maintain
attractive, safe and groomed appearance.

Utilizes basic equipment such as lawnmowers, blowers,
weed trimmers, edger's.

https://ch.tbe.taleo.net/CH16/ats/joblibrary/Requisition Template View.jsp?act=view&id=3..

1/12/2015
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May operate small tractor.

May assist in other maintenance/construction projects as
needed. .

Decision Making

Follows standardized procedures and written instructions
to accomplish assigned tasks.

Leadership Provided

None

Knowledge, Skills & Abilities This is a partial isting of
necessary knowledge, skills, and abilities required to perform the job
successfully. It is not an exhaustive fist.

Basic knowledge of how to operate equipment such as
lawnmower, weed trimmer, edger, blower.

Basic reading and writing skills.
Ability to follow all safety rules and regulations related to

equipment and tools in use.

Minimum Qualifications — Education and Experience

High school diploma or General Equivalency Diploma
(GED).

Some experience using basic yard maintenance
equipment.

Preferred Education & Experience

High school diploma or General Equivalency Diploma
(GED) and 1 year experience using-basic-yard

maintenance equipment.

Licensures and Certifications

None

Essential Capabilities and Work Environment

Required physical, lifting, and sensory capabililies are requirements fo

with job,

ctive Hire Controls:

w# Set Candidate Hired Date to Today's Date

https://ch.tbe.taleo.net/CH16/ats/joblibrary/RequisitionTemplate View.j sp?act=view&id=3... 1/12/2015
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w# Decrement Number of openings by 1

s E-Mail Non-Hired Candidates on O openings

¥  Change Status of Non-Hired Candidates on 0 openings
w#  Change Status of Posting on 0 openings

T racking:

Last Updated: 2/28/14 9:37 ID: 316
AN

Added to System:; 2/3/14 11:05
AM

Create Requisition  Printable View

Acccunts Attach Accoﬁnt 3 New Accounl

No accounts have been associated with this requisition.

ontacts “iAttach Contact § New Contact

No contacts created

on 1 Eoh aming Tompite 1

&Ranking Atta  Ranking Crite

No questions added

HlstoryLog Printable View
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Help ~ Logout

{ Requisitions 5 EmployeesJ Reports
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-

j Reguisition Template: Facilities Maintenance

Mechanic Back To List

[ ]

-

Create Requisition  Printable View

:Zivs'g':ﬁ'é'(fuis'iti‘é‘ﬁ'Templafe Information
JobCode:

External Market Title:
Divisions:

EEO Job Category:

IN1508

Facilities Maintenance Mechanic

(3) Technicians

““*'Owners, Approvers:

Requisition Approvers;

Offer Approvers:

“*ZDescription

Description:

General Description and Classification Standards

Inspects and maintains airport equipment, property, and

TUYWSTKS GRS direct SUpervision ana follows standarg

grounds—Duties-may-include;-but-are-not limited-to-performing
inspections, maintenance and repairs within secured and
unsecured areas of airport to airport assets which include
fences, guard rails, security gates, walkways, runways,
roadways, roofs, and mechanical and electrical equipment. This
is an experienced, skilled or technical level capable of carrying
out most assignments typical of the position or specialty with
limited guidance or review.

Supervision Received

procedures and written instructions to accomplish assigned
tasks.

Essential Duties & Responsibilites

https://ch.tbe.taleo.net/CH16/ats/joblibrary/RequisitionTemplate View.jsp?act=view&id=2... ~1/12/2015
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These are lypical responsibilities for this position and should not be construed as
exclusive or all inclusive. May perform other duties as assigned.

Processes work orders; ensures that work orders entered into
system and are complete to include the type of service, date,
time, description and location, and assign to Supervisor within 2-
5 minutes of receiving request.

inspects and maintains secured airport property; provides
weekly inspection, maintenance and repair to secured fence line,
protective guard rail, security sliding and swinging gates; repairs
may include the fabrication of aluminum and steel, backfill to
prevent or repair fence line from washouts or security breaches;
assembles steel barricades and bollards for fire hydrant
protection.

Maintains airport grounds; sweeps terminal walkways; drives
sweeper {rucks along roadways; cleans runway drain ditches,
catch basins and drains, and fills holes in fields and grounds,
using hand tools; cuts grass and removes debris, plants, waters,
fertilizes, and prunes plant material to beautify grounds; drives
dump truck to haul dirt and trash and to mave equipment as
required; removes snow and ice from taxiways, runways,
roadways and other airport grounds.

Performs property maintenance and repair; repairs or replaces
windows and glass; makes minor roof repairs; repairs doors and
related hardware; repairs or replaces lights, fixtures,
transformers, and electrical generators,

Manages inventory, records and reports; records, orders, picks
up and restock all materials, etc.; maintains vehicle maintenance
reporis, employee attendance records, fuel usage records, etc.

Troubleshoots and repairs machinery and mechanical
equipment; troubleshoots and repairs mechanical devices, such
as engines, motors, heating and air condition systems, plumbing
systems, and conveyor systems using cranes, hand tools, and
power tools.

Engineers dog kennels for airport K-9 units; designs and

constructs kennel which includes pouring concrete and complete
assembly of the kennel.

Decision Making

Follows standardized procedures and written instructions to
accomplish assigned tasks, Selects from multiple procedures
and methods to accomplish tasks. Makes purchasing or
resource allocation decisions within organization guidelines.

L_e.adersh{'pp.rovided e e s are s

None. May oversee temporary or contract workers as needed.

Knowledge, Skills & Abilities This is a partial listing of necessary
knowledge, skills, and abilities required lo perform the job successfully. It is not
an exhaustive list.

https://ch.tbe.taleo.net/CH16/ats/joblibrary/RequisitionTemplate View.jsp?act=view&id=2... 1/12/2015
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Knowledge of: airfield terminology, of departmental operations,
policies and procedures.

Skill in: operation of heavy machinery, equipment, trucks, dump
trucks, etc.; in welding and fabrication of steel and aluminum.

Ability to: to efficiently complete assigned tasks within allocated
work time.

Minimum Qualifications — Education and Experience

High school diploma or General Equivalency Diploma (GED).

2-3 years' related work experience.

Preferred Education & Experience

High school diploma or General Equivalency Diploma (GED)
and 3 years' related work experience.

Licensures and Certifications

Commercial Driving License (CDL A and B), Aircraft Movement
Area License (AMA), CCTV Certification, Pesticide License,
Welding License and Master Gardener Certification as
appropriate are desirable.

Essential Capabilities and Work Environment

Required physical, liffing, and sensory capabililies are requirements to perform
the job successfully. Typical environmental conditions associated with job.

Stive Fire Controls: "=

w# Set Candidate Hired Date to Today's Date

w# Decrement Number of openings by 1

e E-Mait-Non=Hired Candidateson-G-openings
o Change Status of Non-Hired Candidates on 0 openings
o Change Status of Posting on 0 openings

Last Updated: 2/4/14 3:12 PM D 211
Added to System: 1122114 9:33AM

Create Requisition - Printable View
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Help - Logout
i ‘ Requisitions EmployeesJ Reports J
_J Reguisition Template: Parks Supervisor (D)
Back To List

Create Requisition  Printable View

Reqg Ui

JobCode: SP2135
External Market Title: Parks Supervisor (D}
Divisions: DEPT OF PARKS, RECREATION & CULTURAL AFF
EEO Job Category: (3) Technicians

Requisition Approvers; Offer Approvers:

Description.:

Description:  THE POSITION

Supervises general grounds maintenance activilies to maintain

the appearance and beauty of City parks and property, and
recreation grounds.

EXAMPLES OF ESSENTIAL DUTIES

Supervise, direct and evaluate staff to remove litter, mow parks,
trim walkways and curbs, re-seed lawns, install sod, and prune
shrubs and trees.

Support departmental budget guidelines and modifies activities
when appropriate.

Coordinate special events with City agencies, departments and
vendors.

Calculate square footage as needed for projects in the parks.

Work with the community on park projects.

Maintain high standards of accuracy in exercising duties and

https://ch.tbe.taleo.net/CH16/ats/joblibrary/RequisitionTemplate View.jsp?act=view&id=1... 1/12/2015
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responsibilities.
Adhere to City maintenance standards.

Follow all safety precautions necessary in operating equipment in
a safe and efficient manner.

Prepare internal memoranda, accident reports, and daily work
books.

Performs other duties related to this position as required.

" TIYPICAL QUALIFICATIONS

High School diploma or GED and three (3) years of experience in
park operations, grounds or building maintenance, including two
(2) years of experience as lead worker or supervisor. Equivalent
combinations of training and experience will be determined under
prescribed guidelines. However, training and experience will not
be substituted for the required High School diploma or GED.

SUPPLEMENTAL INFORMATION A valid Georgia's driver's
license is required at the time of appointment. Driver's license
must remain valid during the tenure of this position.

The City of Atlanta is an Equal
Opportunity Employer

Active Hire Controls:

g Set Candidate Hired Date to Today's Date

w# Decrement Number of openings by 1

g#  E-Mail Non-Hired Candidates on 0 openings

o Change Status of Non-Hired Candidates on O openings
o Change Status of Posting on 0 openings

rackm g

Last Updated: 8/4/14 12:14 D 1127
PM

Added to Systemn: 8/4/14 12:11
PM

" Create Requisition  Printable View

Accounts  Attach Account § New Account
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CITY OF ATLANTA
Department of Human Resources
B8 Mltchell St., SW; Surte 2120
~ Atlanta, GA 30303
‘ 404.330,6456
https [, qovernment]obs com/}s qum cftn
INVITES APPLICATIONS FOR THE POSITION OF :
Parks Worker Senlor Lo

Ah Equa/ Opportun/ty Emp/oyer

sauary
$28,500.00 /Year

| OPENING DATE: 03/25/14 - (RN ~ CLOSING DATE: 04/04/14-

- :.;THE,‘POEITION -

’,Performs general rhainténance actxvrtles to mamtam the appearance and beauty of Clty parks;
Tand recreatnon grounds ‘ ;

‘ EXAMPLES OF ESSENTIAL DUTIES

{ palrs playground eqmpment and mstals and repalrs park furnlture to
cnic tables, and bleach”ﬁs »




Job Bulletin

(¢4

[
(o}
(%]

Licenses must: remain valid during tentre in this position.
-*Pe‘stic’ide license may be ’r"é'q.liiré'd.

| SUPPLEMENTAL INFORMATION o
The Cnty Gf Atﬁanta ns an Equaﬂ Opportumty Emp oye' |

' .IAPPLICATIONS MAY. BE OBTAINED AND FILED ONLINE A
o _https //www qovernmcnnobs com/]s qum cfm
JOR
.| 68 Mvtchel! : W _Su_l_t_e 2120
Atlanta, GA’30303

~

 hitpr//agency.governmentjobs.com/atlanta/
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Parks Worker Senior Suppiem‘éhta‘l Qiﬁl‘_e"‘s-ﬁdﬁn'airé;:

* 1 What best describes: your level of educatien'{?“’

) High Schiool Dlploma/GED

U Associates: Degree .

U-Bachelors Degree

) :Masters Degree:

o PHD ‘ : .
* 2. Doyou have:at least one year ground mamtenance expenence7

2 Yes
JNo

* 3. Please detail your grounds maintenance experiefice. -

4, Do you possess a valid Georgla Class B'Commercial driver's’license? -

o Yes
| No

& 5;;Do you-have @ Pestlcsde hcense?

Cl Yes
’ ..I No

* Required Question

ﬂlﬁpﬁj;ﬂ_'&_ggncmgQvermnén’tj‘.dl:als;_éoni’/aﬂ‘a‘p;taﬁjbz ). bl
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CITY O ATLANTA

Department of Human - Resources

68 Mitchell St., SW, Suite 2120,

‘ GA 30303

30.6456 . ,
entiobs.com/is: qum ofn” Sl
S FOR THE POSITION OF: S
al’ ( ;qu_npment Operator)

httr}s /[ www.govern
INVITES APPLICATIO
Parks Worker, Prm

An Equa/ Op : rtun/ty Emp/oyer

LA RY

:,$_3.0,.{27;9,1,.d§j 44,225.00 Annually

CLOSING DATE: 10

OPTE"NINGADATE: 07/03/06

i THE POSITION

. V’The purpose of this JOb ig fo operate vanous pleces of . heavy motorlzed eqmpment in: tre dally
s »support and mamtenance of Parks and Rec ' B : .

:; ':.EXAMEP:LES 'OF"ESS.ENT.IA'L.‘DUTIE:S', .

68 Mitchell. St :‘s,w Suife’2120 i
. Atlanta, ,GA3 303 :

‘hitpi/agency governmentiobs.com/atlanta/job_bulleti
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parks Worker, Principal (Equlpment 0 ;f-?)'~.g$qppj_e’jngh’fa]-‘.’Qge‘sztioh=n'a,iﬁé ‘

# 1. DO you possess a hxgh ‘school dlploma ED?

Cves
.JNo

* 2. Do you possessa CDL dnver s hcense, cl assi A7

Cives UNo

# 3, How much experlence do you have operati g’fheavy equnpment7

T N6 experience

T2 years

i 2-years experience,
O3 years expenence@
ROE 4'years experience

. 4. Doyou have expenence:operatmg a rubber—-tii'ré backhoe? '
LJ Yes [ No SR e

* 5, Doyou have experlence operatmg a Tandemf“D,g;m-p;fTﬁHCk?i 4
ves. LJ No. ' Lo

* Required Question

. hitpilfagency.governmentjobs.com/atlata/jo



